LHES : USNH/VA/19/03
A b =] U'D Announcement No.
ﬁ?ﬁﬁ%imzﬁmiﬁ EERYA: 7 May 03
Closing Date
VACANCY ANNOUNCEMENT CYTp
24 Apr 03
Date of | ssue
1.83E 4 Jobtitle (%# Grade_4 /EEFZE#K LAD 3 ) SRAH 4. &P Areaof Consideration
No. of Recruitment |X| 15 MLC/IHA S8 (EBA)
Secr et ar y #198 1 % Current MLC/IHA Employee within Activity
KEBER  [HER O&x% [E&% D] 3 MLC/THA 53 8 (i 21 )
Administrative  Blue Collar Trade Security Medical Current MLC/IHA Employeein commuting distance
2 ERB Acivity L] BEMLCIHARREE(ZEBXE)

U.S. Naval Hospital, Y okosuka (USNH)
Directorate for Health Care Services

Current MLC/IHA Employee Japan Wide
[] 4+&B Off Base Applicant

Senior Medical Executive, Associated Directorate for Surgical Services
Obstetrics & Gynecology Department

B FEIB AT Working Place # 28 & 11 SART Tomari-cho, Y okosuka

3.E) FERER Work Schedule (3B 40 BEREH] hww) X #R BN Regular [ A#8 B irregular
£17 B Work Days Mon-Fri 0730-1615

Sh7ERERS - /KER Work Hours/Recess Period  0730-1615 / 1130-1215

] &% Night Shift [15%%% Overtime  [] tH5K Business Travel

5. FAMFEHF Type of Employment

X MLC

X & F Permanent

] BR5E Limited Term (__» A Months)

6. A A Duties
See attached.

7.EREH. BREH Qudification /Physical Requirements

a. One year of specialized experience in the same line of work at 1-3 level OR completion of accredited college/university.

b. Knowledge of Navy Correspondence and military protocol.

c. Skill in operating personal computer such as MS Word, Excel and Outlook.
d. Ability to speak, read, and write English at fluent proficiency level (LAD-3).
e. Ability to speak, read, and write Japanese at native language level.

Handicapped applicants may be accepted, depending on the degree and kind of disability.

5B 71 English Language Proficiency : [ |WAZE%E L None []#0#% Basic [ |5 #R& Intermediate [X] £ #R& Advanced [ |45EX M AE 71 Exceptional

2P Educationa Background : N/A

REFEE. /& T 5L License/Certificate Required : N/A

81=H 9 %+ d Application and Associated Documents

BHRR
Working Condition

*X] 2RSS R #E Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil
*[X] B P9E8 7542 FEE Resume of Speciaized Work Experience (HROY Form) http://hro.

*MEBAlL Complete * in[] BAZE T Japanese [X] #EET English [] €% 5 T4 Either

X EEDREHZIIBAT 5 EL DDE L Copy of English Proficiency Certificate

X 8OMLIFZT L. CHEEDEEES T KA ZE L IR{EMAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is not accepted.)

cnfj.navy.mil

il LVE 5k for Job Inquiries R H 4 Office to Submit

EFMIER For Official Use

T238-0015 MZEJIEFEZEE h;AHT 1 Fih

1 banchi Tomari-cho, Y okosuka

- ALUEE B LBE L Office

KB EASAE AR
AER I RH* _ KEFHATEMGES ASHERR (HRO)

B 046-821-1911 (Extension/ N #R) COMNAVFJIORJAPAN, Human Resources Office Y okosuka
243-8652 (HRO), MLC/IHA Employment Office (Code 511A)

®046-821-1911  (N#R/Extension) 243-8153

PD No.: USNH-3125-003

PD is accurate and current.
Certified by Activity: ys

HRO at 4/24 s04/24 ey

RHEEEZHREZ LTLEWMEE EBEOXMRICEY FH A, Incomplete applications will not be processed.

RBESNIGEZHEEEHRL LEEA Submitted applications will not be returned.




Serves as personal assistant to Head, Department of OB/GY N, assuming responsibility for
administrative and clerical duties. Receives and screens incoming telephone calls and visitors
for physicians, taking appropriate action based on own judgment to include generating CHCS
telephone consults. Coordinates all scheduled meetings and official related TAD visits for
OB/GYN providers. Attends and takes notes at meetings and summaries the proceedings for
supervisor and staff. Provides administrative support by preparing all official memorandums,
letters and reports, coordinating matters with other hospital offices and external businesses for
information, and drafting replies to inquiries or requests for information when technical
knowledge is not required. Performs interpreter services (Japanese and English) for official
business visitors and clinic patients. Provides written tranglation of officia correspondence and
documents (Japanese and English). Generates and maintains provider appointment templates
and schedules as directed. Generates monthly clinic schedule and inputs the schedule into CHCS.

Uses CHCS effectively, schedules and reschedul es appoi ntments ensuring efficient utilization of
appointment slots and making adjustments to meet clinical needs. Reviews all consultationsto
the OB/GY N Clinic from awide range of sources including within the hospital, outlying military
MTF's, US, USNS and MSC naval vessels and local Japanese MTF's. Schedul es appointments
from consultations based on urgency and level of importance of the OB/GY N condition by
direction and assistance from the clinic nurses and providers.

Maintains operating room schedule book and database, scheduling and rescheduling surgeries as
directed and ensuring compliance with operating room policy. Maintains and updates the EDC
database and notifies all OB patients 38 plus WEGA at Typhoon Condition Il and instructs them
to report to hospital at Typhoon Condition 111 as per hospital guidelines. Coordinates and
schedules procedures to include ultrasound, HSG, Col poscopy, LEEP and Amniocentesis. These
may involve communication with multiple departments within the hospital, outlying MTF's and
patients coming viathe aeromedical evacuation system.



